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APPLICATION FOR RECORDS DISPOSITION STANDARD

INSTRUCTIONS: Prepare in duplicate an‘d forward to the Records Management Analyst, Management Systems D_ivisi_on A

3. Dept., Division, Subdivision & Administering Office Address : FOR RECORDS MANAGEMENT DIVISION USE

MARTA ‘ ' , . Date Received Appllcauon No. Date Completed

Finance & Administration j. '

Personnel Division ” o | AUG 11 1977 '77 2/5q SEP -1 _‘977

401 West Peachtree St, NE Suite 2200 : 1. Application 2. Dept Apphcanon No. *

Atlanta, GA 30308 ‘ ' : '

4. Person to Co}m-t;Et ) ‘ 5. Working Tntle T 7 - .' é- Telephone Number
James A. Merritt Manager of Beneflts 586-5236

7. Action Requested
a A Establish Retention Schedule; record will continue to accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated.

S T R e A e s

c. [0 Amend Appiication No. _‘t_ , Check One: [ Change; [ Supercede D Void
8. Dates of Series 9. Records Series Title {faﬂowed by title used in office; if different)
Eartiest Latest
1950 | present MARTA's Exployees Union Pension Committee Subject File

10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Personnel is responsible for the establishment and administering of
personnel procedures for the Authority.

The Division of Personnel develops and maintains adequate recruitment sources to meet

the manpower needs of the Authority. It maintains personnel records, with the exception
of the Division of Transportation and Maintenance. Specifically, it develops, implements,
and monitors the Authority's compensation and benefit programs, employee performance
evaluation plan, and a continuing employee relations program for personnel at all levels
within the Authority. Also, this division monitors and enforces the Authorlty s
Aff:l.matlve Action Program.

11. Record Series Description This filé contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documentsrefatingto: ~ holding ~ meetings and recording — proceedings of meetings of the
MARTA Enployee's Union Pension Committee. ‘ '

!ncluded are: ) ‘ - Union

Employees Enrollment records, Group Annuity Plan general correspordence; employee
welfare/pension benefit records (Form D-1)

File is arranged: chronologlcal order

12. Monthly Reference Rate How often are records referred to which are: -

One to six months old 0 : Seven to twelve morﬁhs old 0 ; Thirteen to twenty-four months old 0 :
; . twenty-five months and older - ? ‘
: 13. Annual Rate of Accumulation of Records o o A . CT o
1 Letter-size drawers qﬁﬁ,(,,“_; Legal-sizedrawers .. ___._ ; Shelves

_. —. . ; Other {specify} . _ e S

3012 (3/76)

| o | e

Frron




YES | NO [ 14. Questionnaire {Place an ""X" in the proper coluemn) ]
a. Is this the official copy? the series?
XX If not, where is it? ' L : '_"_
b. Does the series contain conf:dentlal mformatron requlrlng secumy handhng7 If yes, cite law or regulat:cm
e — Y -
c. Is thlsawtal record’ POSSlblEn ' R o
. Does this series have historical o Innq term research vatue? POSS]_b]_e ‘ et o .
o When ome oy wio doctments w e lile m.lkr- || DHACESSIEY [0 kmlp the ontnne hl:- Ton a1 bong pesion, (nulrl ||u";e rlot (O H be '
XX scheduled separately? , ' : ' ' .
XX f. Is the information contarned in this serles ever publnshed? If yes, attach copy
4g. Is the information contamed in thas series ever analy2ed and/or recorded in a summaruzed report?
XX ] If yes, attach copy. R L .
‘h. s there a duplication of this series in your office, or in another office or agency?
XX H yes, where? p - '
XX i. Is this series (or a major portion of it) regularly mlcrohlmed? i
XX j. Does the recmd series r?sutt ina computer prlntout7 )
15. Retention Flequwerne_ms The foliowing requires the series to be kept
“a. State Law . years, d. Audit period 11 —  years,
b. Statute of limitation V.. - _ yeais. T e, Adminigtrativ'e hesd i - e years.
¢. Federal law - years. f. Federal retention instructions —_ . years.
Attach copy or excert of taws or regulations. Explain administrative need. - A
Possible reference material = . S
. R N R - e AN, oG S SR S, - _k
16. Approved Dnsposmdn Instructions - . This egency recommends that the fnle senes be cut off at the-end of each) N [
L __-' "~ XX calendar Year; [ Fisoal Year: TJ Other ________L sl ___then, ;
XX Hold in the current files area 10" month(s)___l__k year(s); then e T ' :
XX Transfer to local holding area; hold —_ ___ yearls); then _ J!
3
O Transfer to State Flecords Center; hold e year(s}; then i
. 1
g Destroy. :
O Transfer to State Archwes for permanent retentlon o :
3 Other (Specify) I L
. o - P -
. . —:
;.
These instructions apply to all prior and future accumulations of the series. et
‘ (Indicate briefly rationafe for recommendations above/or write additional remarks}:
17. APP / - ‘ |

-

Vol 8-1/-77

ﬁ@/ ecords Management Qfficer Date Approved Legal Counse! " Date
L M @2 '?‘7 . Wﬂﬂm/%“/&ﬂf f' / 0 77
Wrwsr i o ApprovedWD ion of Audit ‘Date

Approued MARTA Management Advisory Commlttee Date

proved artment of Archwzand Hrstorv "Date

Appr Records Management .Gal\f‘_ 7
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